
 

Job Aid 

 

Date Created: 5/12/2021 1:23:00 PM Page 1 

 

RFI-1:  Create (Contractor) 

 

 

 

Step Action 

1.  Click Communication 

 

2.  Click Requests for Information 

 

3.  Click Create 

 

4.  Enter RFI Title; Example "Type RFI Title Here" 
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Step Action 

5.  Click RFI Category drop down 

 

6.  Select RFI Category  

 

7.  Click Specification Section drop down 

 

8.  Select applicable Specification Section 

 

9.  Click Select 
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Step Action 

10.  Enter Drawing or Contract Reference Number.  Example "Type Drawing or Contract 

Reference Here" 

 

11.  Click Priority drop down 

 

12.  Select a Priority level. 

 

Note: If High is selected, the date a response is needed by must be entered next. 

 

 

13.  If High Priority was chosen in the previous step, use the Required Date calendar to select 

the date a response is needed by.   

 

14.  Select a date.   
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Step Action 

15.  Enter RFI Question; Example "Type RFI Question Here" 

 

16.  Enter RFI Proposed Solution; Example "Type RFI Proposed Solution Here" 

 

17.  Click Potential Cost Impact? drop down.   

 

18.  Make a selection from the drop down menu.    

 

19.  Enter Contractor Cost Impact Notes; Example "Explain cost impacts"  
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Step Action 

20.  Click Potential Schedule Impact? drop down 

 

21.  Make a selection from the drop down menu.    

 

22.  Enter Contractor Schedule Impact Notes; Example "Explain schedule impacts"  

 

23.  Click Attachments icon 

 

24.  Click Browse to locate a file. 
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Step Action 

25.  Browse to file location 

 

 

26.  Double-click on File to attach 

 

 

27.  Click Upload once file(s) are attached 

 

28.  Click Send if ready to submit. 

 

Click Save to save a Draft.  

 

Note: Drafts will be saved within the Drafts node of the Task Manager.    
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Step Action 

29.  Click Send to Submit RFI 

 

30.  Click OK; RFI has been successfully created and submitted. 

 

31.   

End of Procedure. 

 

 


